For instructions on completing this form contact DHR Records Manugement Unlt 47 Trinitv Avenue, Atlants, Georgia
30324. Phone - {404) 656-4976 GIST: 221 -4983 8 JOSY 7 -0 5

DHA 1. GEORGIA DEFARTMENT OF HUMAN RESOURCES . ARCHIVES AND HISTORY
Application Dste ; Division of Administrative Services Application Number
7/24.'/87 Office of Audits -~ Controcl Section q ...0 2'
Appllcutloo Number Georgia Mental Health Institute Date Received Date Compieted
- 1256 Briarcliff Rd. NE - Room 317-E UG 17 1987‘ tin
87-3 - Atlanta, Georgla 30306 \ 87+ 2115 1 4 1589
2. Peron to Contact Worklng Title Telephone Number
Ann B. Johnson ‘ e DirectoxjJ Control Section 894-3904
3. Action Requested . Supers ede i) SCHEDULES
a, n Establish Retention Schedule; record will continue to accumu!a:a ‘ #74-395-A, {##74- 398-A
b. [JDispose of present sccumulation; ne further sccumulstion enticipated, #74=-399-A, #74-416-A
e, XJAmend Application No. Check One: [J Change; IB/SUpefcede m#yy_[,o]__ A,
4. Dates of Series _ : 5. Records Series Title ffollowed by titie used in ofhca if differenrl i
Earliest Latest k
FY'84 |continuing Internal Audits - Working Papers File ,
8. Division and Ottice Function What is the tunction of the Divisioo and the Office in which tl_ﬂl_;a:ord seriss is created?

2 - L erery i

The Office of Audits has the responsibility to determine whether all funds due the Departmen
are properly accounted for and are expended according to the requirements of the law and
policles, procedures, and regulations applicable thereto. .Also, to help Management improve
the efficiency, ‘economy, and effectiveness of operations by identifying where improvements
are needed. : : :

e

L2

7. Records Series Descrlptlon . ’ Thla file oomums the following documants finclude form numbers snd titles, if any): Attsch ;mplel of the file.

Documents relating to: parforming audits to deétermine the accuracy of funds collected and expended

ifor DHR agencies/programs state~wide.

tncluded are:
o ..r ‘ gking papers, compiled during the audit process, which support the complete
‘au

it (see schedule # 83-830, Audits Performed by Internal Staff File).

Working papers include but are not limited to: Documentation (handwritten
by the auditor and/or copies of Agency records) to support the following.
“*Overview, Financial Settlement, Findings and Recommendations, Auditor's

. Opinion, Financial Statements, Notes to Fipnanclal Statements, Report on

Internal Control, and Report onm Compliance.

The flle Is arranged: By year audit draft is _reléased; then alphabeticolly by DHR 'agency/progf'am'.

8. Momh!v Reference Rate How often are records refernd 10 whlch are: . ]
One lo six months old dij.'._].'_ym i Seven to twelve months old daily ;  Thirtean to twenty-four months old MX

twenty-five months and older _ Be1dom

f |

9. Annual Rete of Aco:r;ufation or Records

Letter-sizedrawers __ . ; Legelsizedrawers i Shelvas ___ ______ : Other {Specify) —24 cubic feet .

- . T
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............... o rUsTIIGE HHOOMBTION requiring security handling? If yes, cite law or regulstion,

Z|A ﬂ%’/w
X . b this p vitat record?
X d. ‘Does this serles have historical or long term research value? ]
X ¢. When one of two documents in the file make It necessery to keep the entira file for a long perlod, could thesa documents .
- . ba scheduled separately?
X f. Isthe informaiion eonlained in this series ever published? f yes, ettach copy.’
X g It the Informatlon oontalned in this series ever analyzed and/or recorded in a summarized report?
M yes, attach copy.Completed audit is printed-and isssued; working papers are kept seperatdly
h. 13 thers & dupticetion of this serias in your office, or in snother office or agancy? ]
X §.  oyes, where? : -
X 1. 1s this serles (or 4 major portion of it] reguiarly microtitmed? '
X j. "Does the racord serles rasult ina computer printout?
11. Retention Requiraments = ) Tha following requires the serles to be kept:
8. State Law ' C _— e _ years. d. Auﬂh period ) - _Yeats,
b. Ststuts of limitation —_— e yRarS. 8, Administrative need — D _year.
c. Federal Inw ——— . YOAI$, 1. Federal retention instsuctions  © _______ yesrs.

Attach copy or oxcerpt of laws or regulstions, Explain administrative need

Administratively, this file series is needed to document the performance of DHR agency/
programs regarding compliance with State and Federal Audit requirements and regulations.
In addition this file series supports the cumpleted audit retention schedule #83 830,
Audits Performed by Internal Staff Files. -

12, Approved Disposition Instructions Thu ngencv recommendy that the file series be cut off at the end of each:

Dc;_iendar Year: g Fiscal vear; [JOther : - * then,

X Hold in the current filessres ________month(s} 2 year{s}; then
O Transfer to locst holding srea; hold yearis): then - '
T4 Teansfer to State Records Conter; hold __ 3 year(s); then

‘3 Destroy

[ Transter to State Archives for permanent retention.

1) Other (Specityl

. . SIgnature ' Date . : Slgnatuu Date ‘

Thesa lnstructlon: apply to all prior and futuré accumulatlon of records lor this serles title,

DHR omce/mvumn — Director/Designoe ‘ DHR Records Management Supervisor -

il S S Bl p7|

— - - b S SR * -

DHR Sectlon/Unlit — Chief/Supervisor/Designes DHR Reccrdy Ma ~] —
_ﬂﬁw@é Qﬂé’ﬂﬁ»g Sh0/87 7.4,«// )i %?mﬁ»&[;/ | 737%2@

STATE RECORDS COMMITTEE

e

Signature o Date

Retentlon recommendations

In paragraph 12 are spproved State Auditor/Designes
— H not approved, plesse
attach a letter of axplanation.

\ \ Secrstary of State/Designee ) M‘{
89 - D 6 Q— ’ Governor/Désw grie”é“"‘f‘“‘““g"
L emex BracxatpaiaeR },./ .

Form 4998 (Rev, 7-84) {Reverse Side)
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